
TELECONFERENCE ETIQUETTE 
Tip of the Month, January 2017 

With Junior Officers spread across the country, it is often necessary to perform work via teleconference. 
Efficiency of the teleconference is determined by everyone on the call. 

Prepare for the call by reviewing the 
agenda and any other meeting 

documents prior to the meeting and 
come prepared to discuss with any 

questions. 

Assign roles and duties associated 
with the call. A moderator emails 
the agenda out in advance, directs 
the conversation, and keeps the 

meeting on track. A secretary should 
take attendance and notes. 

Keep track of conference call dates 
and times. Calendar invites can be 
built to include reminder messages 

on the day before and the day of the 
call. 

Be on time.  Being late can disrupt 
the call before it starts. If you must 
arrive late, do not immediately cut 
into the conversation to introduce 
yourself.  Wait for a pause, and then 

speak. 

Even if you are calling in from a quiet 
location, be sure to use the mute 

button when you are not speaking. 

Select a phone with a wired handset, 
if possible. Cellular and cordless 

phones often add annoying static to 
the call, and speakerphones tend to 
pick up a lot of background noise. 

Pay Attention! 
Using the call to catch up on work 

and respond to emails will turn your 
attention away from the call. 

When on hold, your phone may play 
beeps or music which will greatly 
disturb the call. If you must step 

away, put the phone on mute and set 
the handset down instead. 

Teleconferences are meetings and 
you are still trying to move a project 
forward or accomplish a goal.  Do 

not start out looking at it as a waste 
of time.   

Always identify yourself when 
speaking. Participants may not 

recognize your voice and will not be 
able to follow up afterwards if they 

have questions or comments.   

Direct questions to a specific 
person,  and not the audience at 

large. Addressing a specific person 
will help prevent confusion and 

ensure your question is met with an 
answer rather than silence. 

Close the conference call with clear 
next steps. Include the action items, 
and the date and time of the next 

meeting (if applicable) in the meeting 
minutes. 

Plan Ahead Avoid Distractions Be Professional 

Brounstein, M., Friedman, S., & Zeller, D. (2012, October). Minding Your Manners: Teleconference Etiquette. (Wiley) Retrieved September 18, 2016, from For Dummies: http://www.dummies.com/how-to/content/minding-your-manners-
teleconference-etiquette; Editorial Staff. (n.d.). Guide to Teleconferencing Etiquette. (Resource Nation) Retrieved September 18, 2016, from Resource Nation: http://www.resourcenation.com/article/guide-teleconferencing-etiquette/; 
Friedmann, S. A. (n.d.).; King, K. (2009, June 5). Conference Call Etiquette: 9 DOs, DON’Ts, and “Oh, no you didn’t!”s. Retrieved September 19, 2016, from Ink Thinker: http://inkthinkerblog.com/2009/06/05/conference-call-etiquette-dos-
donts-ididntis/ 

https://dcp.psc.gov/osg/JOAG/resources_tipofthemonth.aspx
http://www.dummies.com/how-to/content/minding-your-manners-teleconference-etiquette
http://www.dummies.com/how-to/content/minding-your-manners-teleconference-etiquette
http://www.resourcenation.com/article/guide-teleconferencing-etiquette/
http://inkthinkerblog.com/2009/06/05/conference-call-etiquette-dos-donts-ididntis/

	Teleconference Etiquette



